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ILECTURE ROTES

visor Bhould Know About Persomnel Management’
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resmmibﬂ.itiu for the Wmt of the explcyees he supervises,
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him with the staff services and faeilities available to assist him, It
does not cover such matters as work menagement and eomtrel, progresuing
and plaming, and ather elements of the mupervisor's total job vhish foeus
on the job or product rather than the personnel vhich produce it.

teneral Outline

The supsrvisor must deal with the employee as & total personality.
Pexformmnoe deficilencies on the job may be menifestations of off-job
problems, of mal-assiguerts, of 111 health. The evaluation of an employ-
ee's performance in e given job is pertinemt $o plamning his develorment
for future assigmients. All of these matters are so closely inter-related
that a simple, neat grouping is not realistic: the supervisor will meet
them in many and varied combdnetions. The topical hesdings used and the
points covered under them wore selected for convenience in presenting the
naberial..

Part I discusses the ssplovee as & person. ¥What should the supervisor
mow about him perscrally, his health, his habits, his family situation,
ete. What should the supervisor know about his work attitudes end habits,
his relation with co-workers, etec. What does the supervisor 4o to help an
employee who hes a personel pronlem? How should he handle disciplinary
problemst

Part II discuspes the esployee as & worker, It is concerned with
evaluating the aployee's performance and potentisl and planning far his
training and developrent. How does the supervisor counsel the employee
vhose performance is inafequete? How does he counsel the employee who has
reached his pesk?

Paxt III provides s brief description of staff services and facilities
aveileble to supervisors and 2 review of employee benefit and service pro-
EX8ns «

Part IV is & summary in vhich the superviscrs responsibilities for
personnel mansgement are roviewed in the context of thelr importance to the
Agency in schleving the best possible utilization of its personnel rasources
and of their significence ir parsomnel seeurity.
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TOPIGAL OUELING

Part L. The Beployee as & Person
0f2-the-Job

1. ¥Whgt the supervisor should know about the personal circumstances of
his subordinstes. The superviser does not need to now every dstell of the
personal lives of his subordirsies. However, bhe might use the followin: as
a check list of the kinds of ibans vhieh may be important snd inguire 1I-
detall about those which mmeer 4o be problems to the amployee.

a. Mmrital status

b. hiléren

c. Dependent reistives

4. Health prohlenc of eployee or dependents

£, ﬂmasna: wmm hwee-renting or buying; gsneral location

f. spo-tetdon to work (oar pool, bus, ete.)

g» Hobbies; mm preferences

he Outside Jjob {if aplayee has & second Job, what is i%; vhy does
he consider it necessary)

i. Becisl sctivities: nature; does circle of apquaintances extend
beyond Agency associatess

je Wife's esplaoment: 3s wife (husband} exployed; vhere?

k. Moancial managssent: does he seem to be handling his obiiss-
tions without expessive strain; installmsent buyingg devts.

1. Insurance: dJoes 2 have Lwalth and life instrance?

2. How does the superviscor lesrn about the sxployee's persomel life?

This depends on uany istbors. Rach supervisor should develop his
oun techniques. He should swoid giving the inpression of prying but should
displsy an interest which will encourags employses to dlgcuss their personal
problems with him, Itmmtmwmwammmitmmc

szwmum&pmmwxwmwaaxtamzm
enployes; m,ummhmmmm&awm«mmmm
encourage gossip, tale<bearin:, or sstablishing any employes es his "eyes
and ears.” If a supervisor hes reeson to believe an employes hes & serious
problem, he should feel free to cansult his supericrs and stalf officers for
advics

*

B. Qn~tbe-Job

1, Yost does the suwerviscr nesd to know sbout his exgploywes an-the-Jjob?
Thie question is concermed with work hablits and attitudes as separate from
competence, quality of performance, and evalustion of potential. The fol-
mmummmwmmmwmmum
mmmwmuw«umx% apxplained change in an ewplayee's
work habits and attitudes is s ant 8 be & flag to the super-
visor to seek an explamsiion.
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a. Pupctuality: 1s employee usuvally early, Just on time, or terdy?
Does he always lesve with the "quitting bell,” sty late?

b. ILasve: dJoes he teke awmml leave in small, unschaduled smovarta?
Does he ususlly request leave in advance? Does he take & week
or more for e vacetion? Does he take sigk lemve frequertly’
In vhat aourts? I it satisfactorily explained?

e. On job conduct:s Is he diseiplined in offics behevior? Are his
dress and decorum appropriaste to the kind of werk pexrformed in
his office?

d. Inter-personsl relstions: How does he get along with co-warkers?
Is he friendly, well-liked, active in office-relsted social
affairs? Is Le resexrved? Is he oveffly hostile to co-workars?
Does he work beat on his owm?

e. Discipline: does he seccept and comform to nscessary office
discipline? Does he mecept sugpestions and guldance?

f. Morale: Does his mormle appear good, poor? Why? Does be seen
£o like his job?

2. How does the supervisor learn sbout the employee on-the-job? How
does he deal with disciplinary problems?

It is much sbgpler than leerning sbout him off-ihe-job. It does
require sbservation, attention, snd interest. When an employee's on-the-
mbmmmwmwmzm,mmmmw
to find out the vhy. Often, & talk vith the employee vill be sufficient to
correct lapses. If it is not, the supervisor may need help and should seek
it from his supervisors and staf? olfiosexs.

Part Ii. The Exployee as a Worker
This part of the lecture wonld be eoncerned with evalusting the quality
of the employee's performance and his potemtial. It would cover the need
for the supervisor to:
1. ILeern about the erplovee's background of edusabion snd experiemce.
2. ldentify his strengths and weaimesses.
3, Identify srees in which he needs further training and development.

k, Buggest ways in which the employee can be given gpportunities to
renlize his potential.

While the role of the aupervisor in providing an informed evaluation of

the employes-st-work cannot be over-emphasized, the rcle of the careexr ser-
vice in planning his training and development is of special Importance.
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Part IIi. Btafy Sarvices and Facllities

The Medical Staff and the OfYfices of Persormel and Secwrity would present
short briefings on their services and fmcilities in relstion to the super-
visor's responsibilities for his people. Alsc, if as has been suggested &

- lecture would be given for each major component, this sestion would
include a Brief description of the career service mechanism of thet cogpon-
ent and its functioning in relstien to employee evaluation and development.

Port V. Swmery

In this section, the emphaais would be placed on the reasons Wiy syper-
mmmmmeaamtmwwﬂwvm¢ Some of the
points vhich might be covered are ss follows:

1. Eepecial concern of an intelligence agsncy with the personal
cirounstances of its employees for secuvity reasons.

2, Ohjective of offering each exployee an opportunity to mmke his
maximmn eontribution te the Ageney.

3. Bignificance of tie supervisor's role in {s) maintaining person=
nal security, (b) areating a job climete condusive to highly
effective performunce, (¢} identifying exployees who should be
given develgpuental and tralning opportunities and those who
should be eliminmted se inaffective.
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